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Earnings Report and Fayro l l  Pape t s  ~1-8 Pfle ~. 

(1) 
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Earnings Report - Summary of Basic  Adjustment Papers.  

Payro l l  Papers 1-8 Includes a l l  adjustments t o  be made t o  t h e  b a s i c  payro l l .  
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.~ 13. Is t h i s  the Record Copy of the ser ies?  

14. Is there  a duplication of t h i s  series in .&other  of f ice   or agency?. 
' Only i n  part  and for  working papers 

.~ ~, .. 
15. Is the information contained i n  this series ever summarized or published? 

The payroll working papers are  sumarizgd i n  the Earnings Report. 
16. Does the  se r i e s  contain c lass i f ied  information requiring securi ty  handling? 

17. Does the series docuynt  pol ic ies  w d  procedures of agency's operation or h c t i m ?  [) , 
Procedure t o  make up payroll and account for such se r i e s  needed to  carry out~procedureo. 

18. Could the function be perfqrmed if the files were l o s t  or destroyed? 
Could reconstruct from t i m e  sheets i n  areas where originated.~. . .  

~. 
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19. Is the series (or  &lor. p r + n  of it) pgulwly microfilmed? If yes,  Why? [ I  PI 
M [ I  
PI [ I  
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20. Does Payroll the Papers. record 1-8 se r i e s  are&@ provide tgupdate  data  as an input EDP t o  Tape &' EDP for  f i l e ?  Payroll 
21. k e s  the record $er ies  contain documentation produced as EDP printout? . ~. 

22. Is %he series Bffected  by^ Federal o r  grant fun'&? . ~' - .  ~ - 

23. Will there  be a need for these reCora  10, 15 years R o m  now?  if yes,.what? ~ ' [ I  e(] 

~. The Earnings Report i s  an EDP P r i n t  Out. 

Reference in Federal A u d i t s  may be to  both -documents.- 
- . .~ 
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24. REQUIREENTS. . The foUOvin4 requires the  files t o  be kept ~ . ' p e a s - : ~  ~ 

~. . ~. 

a. [ ]STATE b, [ ISTlrrVrS OF c. []AUDIT d. klFZDERAL e. ]ADMINISTRATIVE f. []HISTORICAL . 
L A W -  LJMLTATION PERTOD LAW DECISION VALUE 

(Cite Law, Statute, or other rea~on  f o r  the retention requirement) 
Federal Regulations PPM 30-9 Appendix A Sta t e s  tha t  Accounting and Financial Records raay bl 
disposed of a s  ear ly  as 4 years a f t e r  the close of the Fiscal  o r  Calendar Year i n  which 
the entrv was created. 

25. AGENCY ECOWENDATIONS. This agency reconmends tha t  t he  f i l e  s e r i e s  be cut off at the ena 
of each -[lCALnuDAR YEAR -&ZXAL YEAR - [ IWHER ,then: 

A. [ ]Destroy immediately 4fter cut off. 

1 [ I ~ e s t r o y .  

. 

^ ^  

B.[]Hold i n  current f i l e s  area month(s)/ ~ year( s) , then: 

- 2 []Transfer t o  records center; hold y e a d s ) ,  then: t -  

8: []Destroy. 
b [ ITraqsfer h i s to r i ca l  material t o  Archives ; 

destroy remainder. 
3 []Destroy after wdit (or y e a r b )  a f t e r  adit). 

C. []Hold i n  current f i l e s  area indefinitely.  

Hol 
D.[]Hold i n  current files area yeads),  then t ransfer  t o  Archives permanently. 

E*[&ther i n  CFA for 1 year or  u n t i l  a f t e r  the audi t ,  whichever is l a t t e r ,  
then ship t o  the Recor $ 6 Center to  be held 3 years; then destroy. 

(Indicate brlefly vationate for m c m e n d a t i a s  above/or write additional remarks) : 

i n  Paragraph 25 

are:  




